Award-A-Dore User Guide

Adding a Fund Amount

Summary:

Steps to add or edit a fund amount. In Scholarship Manager On-

line Support, you can find more information on the Adding a

Scholarship - Awarding Tab page (https:/nextgenweb-scholarship.screenstep-
slive.com/m/64713/1/723777-adding-a-scholarship-awarding-tab)

Note:
If the department grosses up the award amount to cover taxes for an international
student, you may need to adjust the fund amount.

Permissions Needed:

To perform these steps, you need the Administrator role and Full Access to 'Manage
Scholarship Fund Amount' and '"Manage Financials' in Global Permissions (under
Vanderbilt University department). You also need Full Access to 'Manage Scholarships'
and 'Manage Reports' in each of your departments.
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# Add or Edit a Fund Amount 10 Steps

STEP 1

Click on Scholarships

Make sure you are in the correct academic year.
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STEP 2

Click on Manage Scholarships
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Academic Year 2024-2025
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Manage Scholarships

STEP 3

Optional: Utilize the Departments filter to decrease the number of awards
shown
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)
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STEP 4

Optional: Type part of the name of an award into the filter text box to locate
a specific award

Broadcast Add New Scholarship
My Opportunities Availability
Start Date: Not Set End Date: Not Set
cholarships (23)
H pepartments 28420 - Immersion Vanderbilt v
Y [| Taylor| ]
Committees | Do Not Filter | ~ ]
Type | Do Not Filter ‘ - ]
Show In Show On Require Do Not Require su
Candidates Type Scholarship Name My ThankYou  Accept/Decline ppress Actions
Search Results Awardee Comms
Opportunities Letters Awards
Alexander C. Taylor Educ
Fund - 000000505489
2 4 04 Actions ~
Committee: Immersion D D D - -
Vanderbilt Review Committee

STEP 5

Click on the Award Name to open the scholarship for editing

Committees Do Not Filter

Type | Do Not Filter

Show In

Candidates Type Scholarship Name Search Results

of

Alexander C. Taylor Educ
Fund - 000000505489

2
Committee: Immersion C]
Vanderbilt Review Committee
Anna Jorgensen Mershon
n Ctiidie A ANNAANNASA N1 T mM


https://tango.us?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links

STEP 6

On the General Tab you will see basic information about the scholarship
including the custom fields.

Scholarship Code = PeopleSoft Item Type

COA-POET = PeopleSoft COA and POET information from general ledger
POET Task = PeopleSoft POET Task from general ledger

COA Entity = The entity associated with the item type

COA Financial Unit = The fin unit associated with the item type

Report Code = Financial Aid specific coding

Scholarship Code

ﬂ 000000505489 ﬂ

Scholarship Url

COA-POET:

‘ 280.40.28420.1221.055.RFR.GET_300558.28420.FAIdTUG.1 ‘

POET Task:

K |

COA Entity:

‘ 280 - Undergraduate Education ‘

COA Financial Unit:

‘ 28420 - Experiential Learning ‘
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STEP 7
Click on the Awarding tab

" C. Taylor Educ Fund - 000000505489

irships ~ Manage Scholarship

Awarding Search

Name %k

r C. Taylor Educ Fund - 000000505489

STEP 8

Enter the total fund amount for the award.

Stop Iroubleshooting

exander C. Taylor Educ Fund - 000000505489

nage Scholarships ~ Manage Scholarship

“ Awarding Search Requirements Logs

Fund Amount:

‘

I Allocated funds: $0

Max Number of Recipients:

9999

I Allocated Awardee Count: 0

Award Guidelines:
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STEP 9

Most awards have been entered with a max number of recipients at 9999.
This can be edited if an award only allows a certain number of recipients.

Alexander C. Taylor Educ Fund - 000000505489

Manage Scholarships > Manage Scholarship

“ Awarding Search Requirements Logs

Fund Amount:

$
Allocated funds: $0

Max Number of Recipients:

9999
Allocated Awardee Count: 0

Award Guidelines:
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STEP 10
Click on Save and Return To Scholarships

Scholarship Save and Return To Scholarships
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# Reports to View Fund Amounts 9 Steps

STEP 11

Click on Reports

vERDSIL Y

.ommittees Awarding | Reports | Help
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STEP 12

Click on Manage Reports

F B 4 82 WP - A & ES

>mmittees Awarding Reports Help

- Manage Reports

mns

STEP 13

Filter by Tags to narrow down the reports to those that have the fund amount
and balances.

inage Reports

Recently Opened Reports

Report Name
6 x Report Description

Admin User Departments
Lists each admin and the department{s) they are in

» S

Actions =

All Scholarships With Given Keyword
Show all scholarships with a given keyword

» @

Actions

All Scholarships with Keywords
» e ips Wi YW Actions -

Show all scholarships with given keywords

®»e All Students For Given Application

Shawe all cridants far 3 given annlicatinn

Actions =
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STEP 14

Click on Scholarships

[ Tags “

Ell

» S

» 3

L

L

Thank You Letters -

Candidates

Committees

Communication

DELETE

Letters of Recommendation
Matching
Donors

Multidonor

L

Scholarships

» e

STEP 15
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Tasks

Click on Scholarship Awarding Status (Department)

» e

» e

» e

» e

» e

» e

TIZIUS UIdL i © UShincu gk e pruaimne iovei.

Open Application History (All Apps)
Open Application History (All Apps)

Open Application History (Select Apps)
Open Application History (Select Apps)

Renewal Scholarships by Committee
This lists scholarship profiles that are set to be renewable

[Scholarshio Awarding Status (DeDartment)]
This shows the scholarships and their awarded and remaining fund amounts.

Scholarship Lookup by Criterion with Value
Detailed information on criteria, what scholarship applied to and assigned values. Re

id,neutral name, hard/soft requirement, list value, domain id value id, operator and\

Scholarship Requirements
Details all scholarships information including hard and soft requirements. Report fie

renewable, renewable years, donor name, committee name, candidate count and ha
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STEP 16
Click on Run Report

Report Parameters

Report

[ Scholarship Awarding Status (Department)

Academic Year

‘ Academic Year 2024-2025

STEP 17

The report will run and show up on the screen.

If you are looking for a particular item on the report, you can use the Search box on the
upper, right part of the screen.

Scholarship Awarding Status (Department)

Academic Year 2024-2025
Show | 25 v |entries Search: ]
Number of
Scholarship + | code Committee Donor | #of Number of Awarded Custom Field 1
Name Name Name Recipients Candidates
Candidates
Writing Studie &
Tutor Sve Awd - | 000000500148 9999 0 0 280.05.28200.1221.000.000. 300000000
000000500148
Wittenbraker- Global Summer
Jenks Family Schl 000000505600 | Fellows Review 9999 5825 0 280.40.28420.1220.040.RFR.GET_300436.
- 000000505600 Commitee
Walther Vucept
Award AY - 000000505293 9999 0 0 280.40.28310.1221.118.RFR.GE_101949.2
000000505293

VUSRP - Provost
Pipeline Grant - | 000000512013 0 0 280.05.28420.1221.059.001 3000030000
000000512013

VUceptors -
000000512006 000000512006 0 0 280.05.28310.1221.101.000.3000CC X000
Vandy in

Hollywood - 000000505619 9999 0 0 117.40.11720.1221.055.RFR.GET_300424.
000000505619

Vanderbilt

Undergraduate Undergraduate

Summer

11


https://vanderbilt.scholarships.ngwebsolutions.com/ScholarX_Reports_Viewer.aspx?Request=8f8fe354-8213-4b5a-8db1-c293e1df4821
https://tango.us?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links

STEP 18

Click on a column name to sort the report by that column

0-Test PAS

_ ag99 3
Cammitzee

ra

130.40.13(

0-Test PAS

) 999 0 18 000.000.0¢
Cammittee

0 0 280.05.28¢

Global Summer
Fellows Review 69ag 0 0 280.05.28(
Committee

Immersion
Vanderbilt

Damssimias

9999 2 0 280.40.28¢
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STEP 19
Click on Report Actions

You can save the report as a favorite and you can export to excel.

Note: The 'Export to Excel' option exports to a .csv file. If you need to to combine,
re-format, or re-group data you may want to save your .csv file to .xlsx (excel workbook
file).

€ back to reports

«p Toggle Full Screen

Vanderbilt University

i : ) F it
Scholarship Awarding Status (Dej * ave as Favorite
(3. Export to Excel

Academic Year 2024-2025 @
Show‘ 25 v ‘entrles )
— € Return to this Report

T

Numbei

Scholarship Committee Donor # of Number of
Code Awarde
Name Name Name Recipients Candidates Candid:
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